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1. YVisits to five field statibne in +the WE ares were made furing
the peried 23 ¥ay through 7 June 1956 to review fipance operaticns as
perforued at both Class A and Class B stations in the are&. At each
siation visited a complete review was made of all finance activities
performed, The Zetsiled procedures and forms atilized in the stations
fur 4documenting and recording financial trensactions were glven particuw
attention es well as the cash and allotment cantrol techniques in effect.
Genersl comments relative to the individual statlons are set forth in
+his memorandum.

a. Revievw at this station disclosed that the finance activi-
ties are well performed under the Chief, Finance Officer and one
assistent although considerable overtime is required to keep the
station records and reports current. It appears that with the
volume of sctivity performed at this station an additional finance
ouployee should be provided. The viev was expressed by the Chief,
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3. Btat

8. Review of station finance activities disclosed that the rec-
oxds and reports sre well waintained and prepsred and that goed
practices are {n effect relative to controls of cash funds, There
has Boan, however, ne effort to maintain control over obligations

Prior to the actusl expenditure of funds. This matter
¥&8 the subject of & recommendatien to the station that the proce-
fures prescrided for Cless B statfons under I r -
lowed '

*

®. It wee noted in this comnection that practically all dis-
bursements are mads in | an2 that metntenance of the Allotment
Control Racord in this surrency instead of the dollar equivalent
would be more simple. It {8 recommgnded that this be considered for
options]l treatment in the next revisien of NI v::tou
changs, bowever, in the present requirement that for reporting purposes
t:; g;ilinr equivalent be showvn in the monthly status ef allotments
s .

¢ The allotments for the fourth quarter of ths current fiscal
year had not been received by the statien op 28 May 1956 with the
result that several allotments had been over-chligated at the time
?‘ Ry visit. This matter should bave the attention of the Area
fviaion.

&, It wes recomzended by staticn personnel that the Allotment
Control Record be provided by hesdquarters on & ruled form in order
o facllitate maintenance by Fleld stations.

aation, including those where other voucher forws support the dis.
hurssuents, auch as Form 33-12 apd 33-58. It is recemuended that

the Fioance Diviefon advise the station that this practice may be

diseontinued and the original documents may be treated as the dis-
bursement vouchers.
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&. This stetion is now staffed with a Chief, Finance Officer and
two other finsnce employees. The finence activities were reviewed
snd are belng performed in a competent manner with proper records end

- rephrts and satiefactory control techniques over cash availsble and
sllotted funds. The recent additional finance employee should enable
the finance operstions to be performed currently at all times based
upon present workload requirements.

b. The station conforus more nearly with the accounting procedure
25X1A prescribed for Class A ststions in o0 eny other station
vislted, It finds the prescribed forms generelly adequate for all pure
poses, but made several recommendations as te detailed provisions. The
station posts each individusl dlsbursement deocument in its Genaral
Journal, Cash Bubsidiary Record, and Allotment Control Record and be-
lieves this method preferable to recs itulating disbursement documents
for posting purposes. It recommends fl) rulings en acceunting forma,
(2) printing the Gensral Journal onm tvo sides, and (3) providing en
the Advances subsidiery ledger for separate columne for debits, credits,
and balsnces of indigenous currencies.

¢. Discussion develeped relative to headquarterk intention con-

serning sdjustments to memorandum control secounts in c8ges where trans-

fera abe made to the station of disbursements to projects. A question

arises as to the basis of vrite~off, where transfers do not reflect

the spplicable currency acquisition rates and where the accountings of

the project ere in terms of a forelgn currency. References were made |
25X1A2g to dispatches mw dated 26 October 1955 25X1A
25X1A 18 Yebruary 1956 » and 29 May 1956 %1@25)(1 A

requested in the 18 February 1956 dispetch as to whether it sbould use

the legal rate in adjusting the memorandum control account; however,

the reply dated 29 May 1956 414 not imclude an suswer on this point,

This matter should be the subject of further advice to the station.

2oXIAGa 5 I te00

&, The finance records at this station ere &t present maintained
by an employee recently transferred from headquarters who had no
¥revigus experience in finence work. The records were found to be
sarefully maintained snd reflected a 8004 understanding of prescribed
procedures,

b, . The station does not record obligations against allotments
sx2apt vhen actual expenditure documenis are processed. This natter
was revieved with the euployee meintaining the finance records and
¥as made the subject of comuent in a discussion with the Deputy Chierf
of Btation. The etation does pot receive allotments currently in
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soue cases and operates agalinst elther no ectual allotment or en
issufficient sllotment pending receipt of allotment advices from
besdguarters. It is recommended that this matter have the attentien
¢f the Area Division.

¢« In the most recent sudit report comment wes msde thet ad-
vauuges are not approved in writing defore funds are disbursed. 4

Ie forn of requast for advance was developed snd provided to the

who maintains the finance recerds sc that the necessary

mrﬁaln wey be obiained. In discussing this matter with the
Deputy Chief of Ststion he axpressed concern that this reguirement
nsy prove burdensome snd result in retarding operstions in the absence
of the Chief of Statien. It wes indicated that appreval authority can
be ted in writing by the Chief of Station teo the extent deewed
appropriate and, 1f desired, o standing suthorization could de provided
m&ttm advences within set limitations to specific officlals or
m}-mﬂﬂo

4, A pusber of suggesticns were wmade to improve end simplify the
recorde es malntained st the station, including (1) the maintenance
¢of & contlinuous record of allotments and obligetions for each allot-
mant aysibel instead of initisting a new sllotment control record each
mooth, (2) the merging of numercus nts to the ssme individual on
& single disbursement voucher, and (3) the use of an impreved form of
subgidiary record of advances te provide & “balance” column.

¢, The station had been advised vy dispatch {No. [ astea 25X1A6
9 Jenuary 1956) not to record certain cash receipts in ite records.
These receipts represent a& regulsr menthly contrivution of I  25X1A6
from another activity. Thess funds are matohsd by the station every
sevond month and the sus of is disdursed to sceemplish an 25X1A6
eperational purpcse. It is recoms ¢ that thie Instruction to the
station be rescinded as without exception all funds received should
be recorded promptly in the cash records of the station. Prior te the
recelpt of the dispatch referenced above the station followed the
practice of recording the subject funde in its records.

6. s o

4. The finance records at this station were found to be gemerally
well maintained., The employee assigned to this mctivity has a good
understanding of the requirements except that no effort is wade to
record obligations in advance of the recording of the actual expendi-
tures, Waere most activities do not involve the incurrence of obliga-
tiens p:rior to the expenditure of funds the ilmportance of recoganising
obligations is minimized; however, for certain types of obligations
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sush as those iovelving extended travel or purchases of substential
fitems of equipment and supplies, the obligations should be recorded

bolore expenditurs occure. It ves recommended 1o the loyee assigned

o Finance that the procedurs prescribed in for Class B
stations be studied and applied. -

. All fioance transactions ars recorded currently in the Cash
Jdournal and periodic cash counts are made, usually veekly, to assure
that funds are {n balance with the records, At the end of each
wonth summary vouchers are prepared for blocking individusl transac-
thens by projects and sctivities to facilitate postings to the
Summary Accounting and Allotment Contrel Becord; at this point the

vouchers are assigned pequence numbers which are then eross-referenced

in the Cesb Jourmsl to the individual transactions. It wvas pointed
out that this method of posting the Allotment Control Reeord fails to

- $dentify instances of over-gbligetion of allotments and it was recom-

mended that this record be posted for detalled transactions at lemst

whenever the sllotment belances woy be over-obligated by current trans-

sotions,

9+ At this stetion no procedure is in effect to provide approvals

of individual disbursements prior to the outlay of funds. The indi~
vidual staff wembere work closely with the Chief and the enployee &5~

Signed to maintein finance records as & matter of precedent ususlly is

knovledgeable of the authorities for dlsbursing funds. Whensver any
unusual expenditures are reguired, the Chief sc adviges the employee
sasigned to maintain the finence records or adaquate documentation in

the form of dispatches or cables are avallable to support the disburse-
ment action, At the end of the month the entire documentation of dis~
burseaent sctivities is referred to the Chief and he signs each summary

fisbursement voucher and the Summary Accounting.

de A muggestion vas made by the smployee assigned to maintain
finance records that the Disbursement Veucher form provide a column
for showing objeet clmssifications so that this fdentification can be
shown on these vouchers instesd of on the Gummary Accounting in cases
vhere there are several cbject classificaticna affocted by the same
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